DEPARTMENT OF THE NAVY
NAVAL SUPPLY SYSTEMS COMMAND
WASHINGTON, D.C. 20376 NAVSUPI NST 4205. 3B
SUP 21
13 Sep 95

NAVSUP | NSTRUCTI ON 4205. 3B

Subj: CONTRACTI NG OFFI CER S REPRESENTATI VE ( COR)

Ref : (a) FAR 42.2, “Assignnent of Contract Adm nistration”
(b) DFARS 242.2, “Assignnent of Contract Adm nistration”
(c) NAVSUPI NST 4330. 7B, “Service Contract Adm nistration”
(d) DFARS 201.6M2-2, “Contracting Authority and
Responsibility”
Encl: (1) SECNAVI NST 4205.5 of 18 Apr 88, "Contracting Oficer’s
Techni cal Representative (COIR)
(2) Sanple COR Nom nation Letter
(3) Sanmple COR Appoi ntnent Letter
(4) COR Functional Review Questionnaire
(5) Contract Adm nistration Assignnment and Duties (text)
(6) Contractor’s Invoice Review Form
(7) Sanmple Report of Contractor’s Perfornmance
(8) COR File Docunentation
(9) Sanmple TA Appointnent Letter

1. Purpose. To inplenment enclosure (1) within the Navy Field
Contracting System This revision inplenents the Federal
Acquisition Stream ining Act. Marginal notations have been

i ncl uded highlighting the changes.

2. Cancel | ati on. NAVSUPI NST 4205. 3A.

3. Scope. This instruction applies to all NFCS activities and
to all activities to which contracting officer’s representatives
(CORs), who are appointed by NFCS contracting officers are

assi gned.

4. Definitions

a. Contracting Oficer’s Representative (COR) is the
Governnment official appointed in witing by the Procuring
Contracting Oficer (PCO and designated in the contract or in
the case of multiple award contracts, each award issued
t hereunder, who provides technical direction/clarification and
gui dance with respect to the contract specifications or statenent
of work. The term has the sane neaning as, and may be used
i nterchangeably with, contracting officer’s technica
representative (COIR).
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b. Alternate Contracting Oficer’s Representative (ACOR) is
the alternate Governnent official appointed in witing by the
procuring contracting officer (PCO and so designated in the
contract. The ACOR provides technical direction/clarification in
t he absence of the COR

c. Technical Assistant (TA) is the requiring activity
representative who nay be assigned to provide technical/
adm ni strative assistance to the COR  TAs nay be assigned to
assi st and support the COR, but do not have the authority to
provide any technical direction or clarification directly to the
contractor.

d. Delivery order contracts are contracts for supplies that
do not procure or specify a firmaquantity of supplies (other than
a mninmum or maxi mum quantity) and provide for the issuance of
orders for the delivery of supplies during the period of the
contract.

e. Task order contracts are contracts for services that do
not procure or specify a firmquantity of services (other than a
m ni mum or maxi mum quantity) and provide for the issuance of
orders for performance of the tasks during the period of the
contract.

5. Background

a. References (a), (b) and (c) establish procedures for
contract admnistration and indicate that while adm nistration
wll normally be assigned to a designated office outside the
procuring contracting activity, admnistration may be retained by
the contracting activity in specific circunstances as specified
therein. Regardless of which office has responsibility for
adm ni stration, there nmay be instances where adequate
adm ni strati on cannot be performed w thout assistance from
techni cal personnel responsible for the requirement. Such
assi stance may be provided by a COR who is appointed in witing
by the PCO

b. Enclosure (1) provides Navy-w de gui dance concerning the
duties, responsibilities, and limtations of the COR

c. This instruction provides policy, guidance, and
procedures for the inplenmentation of enclosure (1) and nust be
used in conjunction with its Navy-w de gui dance.

6. Policy
a. The contracting officer may designate a COR when

(1) Technical directionis to be provided to clarify,
define, or give specific direction within the statenent of work,
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such as in engineering services or research and devel opnent
contracts;

(2) Type Il task/delivery orders are to be used to
require performance under an indefinite delivery type contract.
(Type Il task/delivery orders are orders placed agai nst contracts

havi ng cost rei nbursenent features; for exanple, indefinite
delivery type service contracts priced on a Tinme and Materi al s,
Labor Hour, or Cost Plus Fixed Fee basis); or

(3) The contract requires unusual nonitoring and
surveillance efforts beyond what the PCO adm nistrative
contracting officer (ACO is reasonably able to provide (for
exanpl e, ness attendants, contractor support services, comerci al
activities and federal information processing (FIP) support
services).

b. The primary role of the CORis to provide technica
clarification and to nonitor contract performance thus ensuring
t he Governnent pays only for the services, materials and travel
aut hori zed and delivered under the contract. |In this capacity
the COR nust be technically know edgeable in the areas of
performance covered by the contract. The need for technical
expertise requires the assignnent of technical personnel as CORs.
Accordingly, to assign the COR clerical or routine adm nistrative
duties is I nappropriate.

c. In performance of COR duties, the COR does not have the
authority to take any action, either directly or indirectly, that
coul d change the price/cost or fee, quantity, quality, scope,
delivery schedule, |abor mx or other terns and conditions of the
contract and/or task/delivery order. Only the contracting
of ficer has the authority to nmake such changes.

d. Prior to the appointnent of an individual as a COR, the
PCO shal |l ensure that the individual

(1) Has the requisite technical experience to provide the
techni cal expertise necessary for performance of the COR
function. |In-depth expertise in every technical aspect within
the scope of the contract, particularly where the contract
supports nultiple prograns or activities may not be feasible.

For this reason, the technical activity may assign Techni cal
Assistants (TAs) to support the COR  However, the COR nust
possess sufficient expertise to act as the single focal point for
the Governnment for all COR issues which may arise under the
contract.

(2) Holds a position with a |evel of responsibility
commensurate wth the conplexity and technical requirenents of
the contract.
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(3) Has conpleted Naval Supply Systens Comrand ( NAVSUP)
approved COR training and understands the duties,
responsibilities, and [imtations of his/her role in providing
techni cal assistance in the adm nistration of the contract to
whi ch appoi nted. The NAVSUP approved training is required only
once. (NOTE: Requests for waiver/deviation for this training
requi renent or subm ssion of alternate training on an individual
basis should be forwarded in witing to NAVSUPSYSCOM 02 for
approval .)

e. \Wen appointing individuals to be CORs, the PCO shal
ensure an adequate separation of functions. For instance, under
indefinite delivery type contracts (IDTCs) where the COR is the
initiator of the requirenent, it is inappropriate to assign the
COR the inspection and acceptance function. To avoid this
situation the PCO may elect to retain the inspection and
acceptance function, assign the function to another individual,
or assign the function to the COR and make the function subject
to supervisory controls.

f. COR duties are not redelegable. One “alternate COR’
(ACOR) may be nom nated and appointed to act in the absence of
the COR  The nom nation and appointment criteria and procedures
for the ACOR are identical to those for the COR  Miltiple CORs
shal | not be appointed under a single contract. Wen nmultiple
awards are nmade under a single solicitation and a CORis to be
appoi nted, the PCO nust appoint the CORin witing and designate
the COR in each contract award. It is recommended that each
award issued under this circunstance have the sane COR

7. Pr ocedur es

a. Nom nation of COR  Wen the contracting activity and the
requiring activity are different, the COR shall be nom nated by
the requiring activity Commander/ Commandi ng Offi cer or designee.
When the PCO and COR are in the sanme activity, the COR shall be
nom nated by the activity Commander/ Comrandi ng O ficer or
designee. The nom nation letter shall outline the nom nee’s
techni cal qualifications and experience, the technical functions
to be perfornmed, the date when NAVSUP approved COR training was
recei ved, and whether the individual’ s performance rating
el ements include the COR function (if not, an explanation of why
not). A sanple COR nomnation letter is included at encl osure
(2). Any changes to those duties recomended in the nom nation
letter will be discussed and agreed to by both the requiring
activity Commander/ Commandi ng Officer and the Contracting Oficer
prior to issuing the appointnent letter.

b. Appointnment of COR  The PCO shall formally appoint
dividual s as CORs by appointnent letters. In addition to
filling the requirenents of enclosure (1) and reference (d),

in
ful
the appointnment letter shall set forth the extent and net hod of
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contract nmonitoring which is appropriate to the particul ar
contract involved and shall establish the basis for a feedback
procedure to ensure that the contracting officer (and ordering
officer, if applicable) is kept aware of significant events of
contract performance. For an IDTC, if a CORis to be appointed,
the COR nust be appointed for the contract with COR responsi bl e
for all delivery/task orders issued under the contract.
Additionally, for nultiple awards i ssued under a single
solicitation, the COR designated in each award is also the COR
for all orders issued thereunder. A sanple COR appoi ntnent
letter, which shall be tailored to fit the particular contract

i nvol ved, is included at enclosure (3). The appointnent letter
shoul d be sent to the CORw th a copy to the requiring activity
Commander / Commandi ng Officer confirmng the specific duties and
responsibilities assigned to the COR as di scussed in the

nom nation letter. Appointnent letters shall also be sent to the
contractor and Contract Adm nistration Ofice (CAO.

c. Mnitoring of COR  The PCO shall nonitor the COR s
performance in accordance with enclosure (1). The PCO shal
maintain a list of all active CORs and ACORs, i ncluding
identification of the contract(s) under which they are appoi nted.
These nonitoring requirenents, including a review of the COR s
files and performance, are the responsibility of the PCO
procuring activity. Wthin the NFCS this function shall not be
assigned to a procurenent managenent review organi zation which is
not in the sane activity. Enclosure (4) provides a questionnaire
whi ch the PCO and/or COR nmay use to determine if all significant
COR responsi bilities are being conpl et ed.

d. To provide an adequate basis for the COR to nonitor
contract performance, the PCO shall include in all contracts
whi ch designate a COR, a requirenent for the contractor to
provi de the governnent a nonthly contract status report. The
report shall require information such as the nunber of hours
expended, the total costs incurred, the average hourly rate
i ncurred, acconplishnents to date, data status and delivery, etc.
The report shall be sent to the PCO COR and the ordering
officer, (if applicable). This requirenent can be fulfilled by
inclusion of a data requirenent on the DD Form 1423. Exanpl es of
data item descriptions (DI DS) which can be utilized (as
applicable) for this purpose are DI - MGVIT- 80368, DI - MGVIT- 80227,
and Dl -M SC-80167A.

e. Coordination of PCO COR responsibilities. Wen a NFCS
activity has appointed CORs, it nust ensure that proper
visibility and nonitoring of those contracts is naintained
t hrough regul ar neetings attended by the contracting officer
(ordering officer, if applicable), COR and requiring activity
Techni cal Director and/or Commander/ Conmmandi ng O ficer as deened
necessary. The frequency of these neetings (i.e., quarterly,
monthly, etc.) will depend upon the nunber and size of contracts

(R
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i nvol ved, however, they shall be conducted at |east sem -
annually. It should be noted that these neetings can take pl ace
via video tel econferences, conference calls, etc. provided al
necessary participants are included. The purpose of these
meetings wll be to discuss status and performance under the

i ndi vidual contracts and to identify and coordi nate resol ution of
probl ens which arise in contract performance. In addition, such
regul ar neetings will ensure the Commander/ Commandi ng O fi cer
and/ or Technical D rector is adequately informed about the
contracts involved, wll help maintain essential dialogue between
the contracting officer and COR and will ensure that COR
functions are consistently applied.

f. Reference (d) requires that the contractor and the
contract admnistration office be notified of the COR
appointment. To conply with this requirenent, the contracting
of ficer should incorporate a text substantially simlar to the
“Contract Adm nistration Appointnent and Duties” cited in
NAVSUPPUB 592, Section II1-2, [Enclosure (5)] into section G of
the solicitation and contract award as well as providing copies
of the appointnent letter(s) and enclosures to the contractor and

g. COR responsibilities shall include:

(1) Conpliance with the requirenments of this instruction
and encl osure (1).

(2) Performance of the specific duties assigned pursuant
to the appointnment letter issued by the PCO

(3) Review of contractor invoices to ensure that | abor
hours, |abor mx, materials (if any), travel, and other direct
costs identified are consistent and reasonable for the effort
conpl eted during the period covered by the invoice. Upon
conpletion of the review, prepare the Contractor |Invoice Review
Form enclosure (6), and submt copies to the PCO ACO (ordering
of ficer) and Defense Contract Audit Agency (DCAA).

(4) Submi ssion of a witten report to the contracting
officer (and ordering officer) on contractor performance. This
report shall be submtted within 60 days of contract
(task/delivery order) conpletion, but in no event, |ess than
annually. This report may be conpiled fromCOR file
docunent ati on and shoul d address all aspects of contractor
per formance including cost effectiveness, quality, and
tinmeliness. A sanple report is included at enclosure (7).

(5) Maintenance of a CORfile, by contract and/or
task/ delivery order, which contains docunentation relative to the
actions taken by the COR A conplete list of docunentation to be
included in the CORfile is found at enclosure (8).
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h. Technical Assistant (TA) qualifications and appoi ntnment.
The Commanding Officer or his designee of the requiring activity
may appoint a TA to assist the COR in executing routine
adm nistration and nonitoring duties. The appointnment nust be in
witing and nust set forth the TA's responsibilities and
[imtations. A copy of the letter shall be provided to the PCO
(ordering officer). A sanple letter is included at enclosure
(9). Before appointnment, ensure TAs have the appropriate
trai ning and experience. The successful conpletion of NAVSUP
approved COR training is strongly recomended for all TAs.

i. Coordination between COR and TA. The COR renmai ns
technically responsible for contractor performance nonitoring
despite the appointnent of a TA; therefore, the COR should ensure
information received fromthe TA is accurate and conplete. The
COR shall al so ensure that the TA mai ntains a nonpersona
relationship with the contractor.

j. Duties that may be assigned to a Techni cal Assi stant
i ncl ude:

(1) ldentify contractor deficiencies to the COR

(2) Review contract/task/delivery order deliverables,
recomend acceptance/rejection, and provide the CORwith
docunentation to support the recomendati on.

(3) Assist in preparing the final report on contractor
performance for the applicable contract/task/delivery order in
accordance wth the format and procedures prescribed by the COR

(4) ldentify contractor nonconpliance with reporting
requirenents to the COR

(5) Evaluate the contractor’s proposals for specific
delivery/task orders and identify, for the COR any potenti al
probl ens, areas of concern, or issues to be discussed during
negoti ati ons.

(6) Review contractor status and progress reports,
identify deficiencies to the COR and provide the COR with
recommendat i ons regardi ng acceptance, rejection, and/or
Governnent technical clarification requests.

(7) Review invoices for the appropriate m x of types and
gquantities of |abor, materials, and other direct costs, and
provide the COR with recomendations to facilitate COR
certification of the invoice.

(8) Provide the CORwith tinely input regarding technical
clarifications for the statenent of work, possible technical
direction to provide the contractor, and recomend corrective
actions.
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(9) Provide detailed witten reports of any trip,
nmeeting, or conversation to the COR subsequent to any interface
bet ween the TA and the contractor.

k. COR interface with contractor. The COR nust ensure that
the contractor understands that the COR is the technical focal
point for the contract and all delivery orders. O her Governnent
personnel, such as TAs, may be assigned responsibilities to
assi st and support the COR but do not have authority to provide
any technical direction or clarification to the contractor.

8. Action. Al NFCS personnel, CORs, ACORs, and TAs appoi nted
for contracts awarded by NFCS activities shall conply with this

Dol Oy

DAVI D A. CAPI ZZI
CAPT, SC, USN
Deputy Conmander

Di stribution:
Navy SUPARS
NAVSUP 01; 03; 04

Copy to:
SNDL C21 (Morgantown, W only); FKM27
NAVSUP 361 (15 copies); 02 (75 copies); 09A, 091, 91

St ocked:
Naval Inventory Control Point
Cog “I” Materi al

700 Robbi ns Avenue
Phi | adel phia, PA 19111-5098

St ocked: 200 copi es
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SECNAV | NSTRUCTI ON 4205. 5

From  SECRETARY OF THE NAVY
Subj:  CONTRACTI NG OFFI CER S TECHNI CAL REPRESENTATI VE ( COTR)

Ref : (a) Defense Federal Acquisition Regulation Suppl enent
42. 203 “Retention of Contract Adm nistration”
(b) Federal Acquisition Regulation Part 37 “Service
Contracting”
(c) SECNAVI NST 4200. 27A, “Proper Use of Contractor
Personnel ” ( NOTAL)

Encl: (1) Duties Assignable to COIR s

1. Purpose. To provide guidance to Navy contracting and

t echni cal personnel concerning the duties, responsibilities, and
l[imtations of the contracting officer’s technical representative
(COTIR) .

2. Applicability and Scope. This instruction applies to al

Navy contracting activities which have appointed COTR s for
service contracts, and to all activities to which such COTR s are
assi gned.

3. Definitions

a. “Service contract” neans a contract that directly engages
the time and effort of a contractor whose primary purpose is to
performan identifiable task rather than to furnish an end item

of supply.

b. “Personal service contract” neans a contract that, by its
express terns or as adm ni stered, nmakes the contractor personnel
appear to be Governnent enpl oyees.

c. “Procuring contracting officer (PCO"” is the Governnent
of ficial authorized by warrant to enter into the contract for the
Gover nnent .

d. “Contract Admnistration office” (CAO is the office

desi gnated to perform assigned functions related to the
adm nistration of the contract.

Encl osure (1)
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e. “Admnistrative contracting officer (ACO” is the
Government official responsible for adm nistering the contract,
to the extent that the PCO has del egated contract adm nistration

f. “Contracting officer’s technical representative (COIR)”
is the Government official appointed in witing by the PCO and
designated in the contract, who functions as the technical
representative of the PCO

g. “Delivery order” is a witten order, issued by the PCO or
a designated ordering officer, for services under an indefinite
delivery type contract.

h. “Technical direction” is witten guidance or specific
task direction (task order) to the contractor within the
stat enment of work.

4. Background

a. Reference (a) establishes procedures for contract
admnistration. It assigns contract admnistration functions to
desi gnated offices, except to the extent that the PCO retains
these functions. The PCO s retention of such functions, and
their subsequent assignnent to a COIR, are the basis for the
COTR s aut hority.

b. Appointnment of a COIR for a service or research and
devel opnent (R&D) contract may be necessary if:

(1) Technical direction is necessary to clarify/define or
give specific direction wwthin the statenment of work. This wll
often be true of contracts for engineering services and R&D

(2) Unusual nonitoring and surveill ance, beyond t hat
whi ch a CAO can provide, is required. Many “comercial activity”
contracts, such as food, guard, and mai ntenance service
contracts, are in this category.

5. Policy

a. Authority of COTR COIR authority shall be restricted to
providing technical direction/clarification and adm nistrative
duties within the scope of the contract, as assigned in witing
by the PCO No COIR shall have authority, either by individua
action or by the cunul ative effect of action, to change the
scope, delivery schedule, cost or fee, labor mx, or other terns
and conditions.

b. Responsibilities of COTR COIR responsibilities shal

i ncl ude the mai ntenance of an arnms-length relationship with the
contractor, followi ng references (b) and (c), to help ensure that

Encl osure (1)
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services which are contractually non-personal remain so. |In
addition, COIR s shall nonitor the contractor’s progress and
shall be responsible to identify pronptly to the PCO all observed
substantive deficiencies in contract performance or other

i nstances of non-conpliance with contract terns and conditions.

If the contract specifies a |labor mx, and requires
identification of estimated or negotiated hours in the technical
direction or task order, the COIR should generally be responsible
to identify periodically to the PCO the cunul ative incurred hours
in each | abor category resulting fromtaskings. The aggregate of
COTR technical direction or task orders shall not alter the |abor
mx set forth in the contract.

c. Technical Nature of COIR Duties: Technical personnel are
a scarce and expensive resource. It is inappropriate to utilize
techni cal personnel as contract adm nistrators. Assignnment of
clerical or routine admnistrative duties to the COIR shall be
m nimzed. For exanple, it is appropriate to task the COIR to
review i nvoices to ensure the general appropriateness of types
and quantities of |abor and materials to the tasks being
performed. However, it is inappropriate to require the COTR to
performa detail ed review of invoices for mathematical accuracy,
conpliance wth contract cost principles, or simlar purposes.

d. Monitoring of COTR Del egation of responsibilities to
the COTR does not relieve the PCO of oversight responsibilities.
Consequently, the PCO nust periodically review COTR s to ensure
that duties are perfornmed satisfactorily. At a mninum the PCO
must maintain a list of all active COTR s and annually review the
files and performance of approxinmately one-third of them This
review function may be assigned to the cognizant procuring
activity' s procurenment nmanagemnment review organi zation.

e. Coordination of PCO COIR responsibilities: The COIR and
the PCO frequently work for different Navy activities. Wen this
is the case, and if the COIR function has a significant inpact on
an activity's ability to carry out its mssion, it is appropriate
for the PCO and the requiring activity technical director or
Commander to schedul e periodic neetings to ensure pronpt and
coordi nated resolution of any problens which arise in contract
performance. G ven these circunstances, COIR performance shoul d
be considered in rating the individual assigned COIR functions,
and PCO i nput shoul d be requested.

6. Procedures
a. Nom nation of COTR Wen the contracting activity and
the requiring activity are not the sane, the COTR will be

nom nat ed by the Commander of the requiring activity or his
designee. A COIR nomnation letter will be submtted to the

Encl osure (1)
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cogni zant PCO outlining the nom nee’s qualifications and the
technical functions to be perforned. |If the PCO and the proposed
COTR are in the sane activity, the activity' s COIR nom nation
procedures will be foll owed.

b. Appointnment of COTR The COIR shall be appointed by the
PCO.  The appointnment shall be in witing, and shall specify al
duties for which the COTR is responsible. Al COIR s shall be
fully trained and otherwi se qualified prior to appointnent. COIR
duties shall not be redel egated, except in witing by the PCO and
then only to qualified individuals.

c. Enclosure (1) is a list of appropriate duties to be
assigned to COTR s. The fundanental duty of the COTRis to serve
as the contractual focal point for technical direction. The COIR
is responsible for ensuring that all technical direction is
Wi thin the scope of the contract and within the scope of the
funds avail able on the contract. Wen the adm nistrative burden
of the contract is significant, as is typically the case if
numerous orders will be placed, it nmay be appropriate to explore
wi th the cogni zant technical manager the availability of
adm ni strative resources to support the COIR

d. In determning which duties to assign to the COIR, the
contracting officer shall avoid undue concentration of duties
that can lead to abuse. In particular, if the COTIRis
responsi ble for originating requirenents, it is inappropriate to
assign the COIR responsibility for approving the resulting work.
It may be appropriate for certain functions to be retained by the
contracting officer, assigned to a different individual, or nade
subj ect to adequate supervisory controls.

EVERETT PYATT
ASSI STANT SECRETARY OF THE NAVY
( SHI PBUI LDI NG AND LOd STI CS)

Di stribution:

SNDL Al (Imediate Ofice of the Secretary)
A2A (Departnent of the Navy Staff Ofices) (NAVCOWT,
onl y)

FKA1 (Systenms Conmmand Headquarters)

FKP3A (Pl ant Representative Ofice)

FKP8 (Supervi sor of Shipbuilding, Conversion and Repair
USN)

FKR2ZA (Pl ant Representative Ofice)

FL1 (COWAVDAC) (Code 813, only) (35

4
Encl osure (1)
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St ocked:

Co, NAVPUBFORMCEN

5801 Tabor Avenue

Phi | adel phi a, PA 19120-5099 (100 copi es)

Encl osure (1)
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SAMPLE COR NOM NATI ON LETTER

From Commanding O ficer of requiring activity
To: PCO of the applicable NFCS activity

Subj :  NOM NATI ON OF CONTRACTI NG OFFI CER' S REPRESENTATI VE

Ref : (a) NAVSUPI NST 4205. 3B, “Contracting Oficer’s
Representative (COR)

1. Pursuant to reference (a), | hereby nom nate M./ M.

as the Contracting O ficer’s
Representative (COR) for the contract resulting fromrequisition
nunber to acquire
suppl i es/services in support of

2. M./[Ms. qualifications are:

3. M./M. title, code, business
address, and phone nunber are:

4. In case of any problens, disagreenents, or other questions
pertaining to the COR s performance of duties you may contact

5. M./M. has/ has not conpl et ed Navy
approved COR training. He/she attended/is scheduled to attend
the COR course in (nonth, vyear).

6. The individual performance rating elenments of M./M.
i ncl ude/do not include the COR function

(1f not, why not).

7. 1f an alternate COR (ACOR) is to be appointed to act in the
absence of the COR, also provide the information requested in
paragraphs 1 through 6 for the ACOR

8. | recomend that the COR be assigned the follow ng duti es:

a. Control all Governnent technical interface with the
contractor.

b. Ensure that a copy of all Governnent technical
correspondence is forwarded to the contracting officer (ordering
officer) for placenent in the contract (delivery/task order)
file.

c. Pronmptly furnish docunentation on any requests for change,
devi ation, or waiver, whether generated by the Governnment or the
contractor, to the contracting officer (and ordering officer) for
their action.

Encl osure (2)



NAVSUPI NST 4205. 3B
13 Sep 95

Subj :  NOM NATI ON OF CONTRACTI NG OFFI CER' S REPRESENTATI VE

d. Determ ne causes when the contract is not progressing as
expected and nmake recommendations to the contracting officer for
corrective action.

e. Monitor contractor performance to ensure individual
contractor enployees are of the skill levels required and are
actually performng at the |l evels charged agai nst the contract
during the performance peri od.

f. Mnitor contractor performance to ensure that the | abor
hours charged agai nst the contract are consistent and reasonabl e
for the effort conpleted and that any travel charged was
necessary and actually occurred.

g. Monitor Governnent Furnished Property. Ensure that
property provided the contractor is authorized by the contract.

h. Conplete the COR Report of Contractor’s Performance in
accordance wth the schedul e established in the contract
adm nistration plan for the contract.

9. Any changes to these recommended duties nmust be discussed
wi th the undersigned prior to issuing the appointnent letter.

Si gnature of Commanding O ficer or
Desi gnee

Encl osure (2)
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SAMPLE COR APPO NTMENT LETTER

From PCO of the applicable NFCS activity
To: COR

Subj :  APPO NTMENT AS CONTRACTI NG OFFI CER' S REPRESENTATI VE ( COR)

Ref : (a) DFARS 201.602-2
(b) NAVSUPI NST 4205. 3B, Subj: Contracting Oficer’s
Representative (COR)
(c) SECNAVI NST 4205.5, Subj: Contracting Oficer’s
Techni cal Representative (COIR)

Contract Adm nistration Plan
Contractor I nvoice Review Form
Sanpl e Report of Contractor’s Performance

Encl :

(
(
(

WN -
———

1. Pursuant to references (a) and (b), you are hereby appointed
as the Contracting Oficer's Representative (COR) for:

Contract Nunber:
Contractor:

Unl ess sooner termnated, in witing, by the contracting officer,
this appointnment shall remain in effect for the life of the
contract described above. You are responsible for providing
pronpt notification to the contracting officer if, for any
reason, it beconmes necessary to term nate your appointnent as
COR.  Your authority as a COR nmay not be redel egat ed.

2. As COR, you are the technical representative of the
contracting officer in the admnistration of the contract

descri bed above. Your duties include providing technical
direction and gui dance as necessary wth respect to the

per formance of work under the contract. You are to perform your
duties in accordance with references (a), (b), and (c), enclosure
(1), and any anplifying instructions provided herein or provided
in witing by the contracting officer at a |later date.

3. I n acconplishing your duties as a COR you are cautioned to
carefully nonitor your actions/discussions or the actions/

di scussi ons of other Governnent personnel who may assist you in

t he performance of your duties to ensure that the contract does
not becone a personal services contract. (See FAR 37.1 and DFARS
237. 1)

4. You are responsible for bringing to the attention of the
contracting officer, ordering officer (if the contract provides
for issuance of task/delivery orders), and the functional code
for whomthe work is being perfornmed, any significant
deficiencies wth respect to contractor performance or other
actions which m ght jeopardize contract performance.

Encl osure (3)
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Subj :  APPO NTMENT AS CONTRACTI NG OFFI CER' S REPRESENTATI VE ( COR)

5. You are not authorized, either by this letter, or by
references (a) or (b), to take any action, either directly or
indirectly, that could result in a change in the cost/price,
quantity, quality, place of performance, delivery schedul e, or
any other terns or conditions of the contract (or task/delivery
order), or to direct the acconplishnment of effort which would
exceed the scope of the basic contract (or task/delivery order).
You may be held personally liable for any unauthorized acts.
Whenever there is the potential that discussions may inpact any
of the areas described above, contact the PCO or ordering officer
for guidance. You nmust be especially cautious when providing an
interpretation of specifications. The understandi ng reached, or
the technical direction given, nust be formalized in witing, and
copies provided to the contracting officer (ordering officer, if
a task/delivery order is involved). The contractor shall be
notified that if the contractor is of the opinion that the COR s
interpretation is erroneous, the contractor shall notify the
contracting officer (or ordering officer) in witing of his/her
posi tion.

6. Specific duties, in addition to those required by references
(a) and (b), are as follows: (This section of the COR |letter
shall be tailored by the contracting officer to fit the
particul ar contract situation. The follow ng are exanpl es of

di rection which could be used for this tailoring.)

a. Responsible for controlling all government technical
interface with the contractor.

b. Responsible for ensuring that copies of all governnent
techni cal correspondence are forwarded to the contracting officer
(and ordering officer) for placenent in the official contract
(task/delivery order) file.

c. Responsible for pronptly furnishing docunentation on any
requests for change, deviation or waiver (whether generated by
t he governnent or the contractor) to the contracting officer (and
ordering officer) for placenent in the contract (task/delivery
order) file.

d. Responsible for review ng contractor invoices and for
conpl eting and signing the Contractor I|Invoice Review Form
[enclosure (2)] for all contract invoices. Forward copies of
the formto the PCO ACO and the Defense Contract Audit Agency
( DCAA) .

e. In the event of contractor delay, or failure to perform
determ ne the cause, and nake recommendati ons for appropriate
corrective and/or preventative nmeasures to the contracting
officer (and ordering officer).

Encl osure (3)
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Subj :  APPO NTMENT AS CONTRACTI NG OFFI CER' S REPRESENTATI VE ( COR)

f. Periodically check contractor performance to ensure that
t he individual contractor enployees are of the skill levels
required and are actually performng at the | evels charged during
the period covered. Via the contracting officer (ordering
of ficer) request assistance from DCAA as necessary.

g. Periodically check contractor performance to ensure that
the | abor hours charged appear consistent and reasonabl e, and
that any travel charged was necessary and actually occurred.

h. Ensure that any Governnment Furnished Property is
adequately nonitored and accounted for.

i. Submit a witten report on the contractor’s performance,
encl osure (3), to the contracting officer (and ordering officer).
This report shall be submtted within 60 days of conpletion of
the contract (task/delivery order), but in no event |ess than
annual | y.

Contracting O ficer Signature and Date

COR Signature (which constitutes Dat e
acceptance of the appoi ntnent
and conditions thereof)

(The COR shall retain one copy of this letter, signed by both
parties, and shall return one copy to the contracting officer
(and ordering officer) within ten (10) days of receipt for

pl acenent in the contract (task/delivery order) file.)

Encl osure (3)
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COR FUNCTI ONAL REVI EW QUESTI ONNAI RE

(TO BE COVPLETED BY COR)
COR S NAME

CONTRACT NUMBER

TYPE OF CONTRACT

Cl RCLE ONE
1. HAVE YOU COVWPLETED AN APPROVED COR COURSE? YES NO
2. DO YOQU HAVE AN APPO NTMENT LETTER? YES NO
3. DO YQU HAVE A COPY OF THE CONTRACT? YES NO
4. DO YOU CONDUCT FLOOR CHECKS? YES NO
5. DO YOU REVI EW APPROVE | NVO CES? YES NO
6. DO YOU CHECK CONTRACTOR S TI ME CARDS? YES NO
7. DO YOUR COR DUTI ES | NCLUDE THE ADM NI STRATI ON
OF GOVERNMVENT FURNI SHED PROPERTY ( GFP) ? YES NO
| F THE ANSVER TO 7 IS YES, COWPLETE THE FOLLOW NG
DO YOU HAVE A LI ST OF G-P? YES NO
DOES CONTRACTOR HAVE POSSESSI ON COF GFP? YES NO
DO YOU KNOW THE PROCEDURES TO BE FOLLOWED
FOR DI SPCSAL CF GFP? YES NO
8. DO YQU I NI TI ATE REQUI REMENTS? YES NO
9. DO YOU KNOW AND UNDERSTAND THE CONCEPT
OF CONSTRUCTI VE CHANGE? YES NO

CONSTRUCTI VE CHANGE OCCURS WHEN A CONTRACTI NG OFFI CER OR
OTHER GOVERNMENT OFFI CI AL (e.g. COR), BY CONDUCT, CAUSES A
CONTRACTOR TO PERFORM CHANGED WORK.  SUCH CONDUCT MAY BE A
BASI S FOR A CLAI M BY THE CONTRACTOR. AN EXAMPLE |S

REQUI RI NG THE CONTRACTOR TO PERFORM CONTRARY TO THE
CONTRACTOR S CORRECT | NTERPRETATI ON OF THE CONTRACT.

10. HAS THE CONTRACTOR PROVI DED A MATERI AL COST
BREAKDOWN FOR THE CONTRACT? YES NO

Encl osure (4)
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11. FOR T&M LABOR HOUR CONTRACTS, ARE THE
MATERI AL COSTS | NCI DENTAL TO PERFORMANCE?

12. ARE OTHER COSTS | NCURRED AND ALLOWABLE?

13. DOES THE COR REVI EW AND CERTI FY THAT THE
COSTS/ PRI CE | NVO CED ARE REASONABLE FOR
THE WORK PERFORVED OR TRAVEL AUTHORI ZED?

14. DO CPFF CONTRACTS | NCLUDE A CLAUSE FOR
PAYMENT OF FI XED FEE?

15. 1S THERE EVI DENCE I N THE FI LE THAT WORK

WAS AUTHORI ZED W THOUT BENEFI T OF A
FORVAL CONTRACTUAL AGREEMENT?

Encl osure (4)
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Contract Adm ni stration Appointnments and Duties

Contract Adm ni stration Appointnents and Duties. The follow ng
sanple “text” should be inserted in section G of solicitations
and contracts when a COR (i.e., Contracting Oficer’s
Representative) will be designated. It should be used in
conjunction wth DFARS 252.201-7000. This text identifies the
assi gned duties of each individual involved in the adm nistration
of the contract and may be nodified, as necessary, to fit the
needs of the specific procurenent.

CONTRACT ADM NI STRATI ON APPO NTMENT AND DUTI ES

In order to expedite adm nistration of this contract/order, the
follow ng delineation of duties is provided including the nanes,
addr esses and phone nunbers for each individual or office as
specified. The individual/position designated as having
responsibility should be contacted for any questions,
clarifications or information regarding the functions assigned.

1. PROCURI NG CONTRACTI NG OFFI CER (PCO) is responsible for:

a. Al pre-award information, questions, or data;

b. Freedomof Information inquiries;

c. Change/question/information regarding the scope, terns or
conditions of the basic contract docunent; and/or

d. Arranging the post award conference (See FAR 42.503).

Nanme:
Addr ess:

Phone:

2. CONTRACT ADM NI STRATI ON OFFI CE (CAO is responsible for
matters specified in FAR 42.302 and DFARS 242. 302 except in those
areas ot herw se desi gnated herein.

Nanme:
Addr ess:

Phone:

3. DEFENSE CONTRACT AUDI T AGENCY (DCAA) is responsible for audit
verification/provisional approval of invoices and final audit of
the contract prior to final paynent to the contractor.

Name:
Addr ess:

Phone:

4. PAYING OFFI CE i s responsi ble for paynment of proper invoices
af ter acceptance i s docunented.

Encl osure (5)



NAVSUPI NST 4205. 3B
13 Sep 95

Nanme:
Addr ess:

Phone:

5. CONTRACTI NG OFFI CERS REPRESENTATI VE (COR) is responsible for:

a. Liaison with personnel at the Governnent installation and
the contractor personnel on site;

b. Technical advice/recomendations/clarification on the
stat enment of work;

c. The statenent of work for delivery/task orders placed
under this contract;

d. An independent governnent estinmate of the effort
described in the definitized statenent of work;

e. Quality assurance of services perforned and acceptance of

t he services or deliverables;

Gover nment furni shed property;

Security requirenents on Governnent installation;

Providing the PCO or his designated Ordering Oficer with

appropriate funds for issuance of the Delivery/ Task

order; and/or

i. Certification of invoice for paynent.

JQa ™

NOTE: When, in the opinion of the contractor, the COR requests
effort outside the existing scope of the contract (or delivery/
task order), the Contractor shall pronptly notify the Contracting
Oficer (or Odering Oficer) in witing. No action shall be
taken by the contractor under such direction until the
Contracting O ficer has issued a nodification to the contract or,
in the case of a delivery/task order, until the Odering Oficer
has issued a nodification of the delivery/task order; or until
the i ssue has otherw se been resolved. THE COR IS NOT AN

ADM NI STRATI VE CONTRACTI NG OFFI CER AND DOES NOT HAVE AUTHORI TY TO
DI RECT THE ACCOWPLI SHVENT OF EFFORT WHI CH | S BEYOND THE SCOPE OF
THE STATEMENT OF WORK I N THE CONTRACT OR DELI VERY/ TASK ORDER

Nanme:
Addr ess:

Phone:

In the event that the COR naned above is absent due to | eave,
illness, or official business, all responsibilities and functions
assigned to the CORw Il be the responsibility of the alternate
COR | i sted bel ow

ACOR Nane:
Addr ess:

Phone:

6. TECHNI CAL ASSI STANT, if assigned by the requiring activity, (R
i's responsible for providing technical assistance and support to

the COR in contract adm nistration by:
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a. ldentifying contractor deficiencies to the COR

b. Review ng contract/delivery/task order deliverables and
recommendi ng accept ance/rejection of deliverables;

c. ldentifying contractor nonconpliance of reporting
requirenents;

d. Evaluating contractor proposals for specific
contracts/orders and identifying areas of concern
af fecting negotiations;

e. Review ng contractor reports providing reconmendati ons
for acceptance/rejection;

f. Reviewing invoices for appropriateness of costs and
provi di ng recomendations to facilitate certification of
t he invoi ce;

g. Providing CORwith tinely input regarding the SOWN
technical direction to the contractor and recomendi ng
corrective actions; and

h. Providing witten reports to the COR as required
concerning trips, neetings or conversations with the
contractor.

NAIVE:
ADDRESS:

PHONE:

7. ORDERI NG OFFICER is responsible for:

a. Requesting, obtaining, and eval uating proposals for
orders to be issued;

b. Determning the estimated cost of the order is fair and
reasonable for the effort proposed;

c. Obligating the funds by issuance of the delivery/task
order;

d. Authorization for use of overtineg;

e. Authorization to begin performance; and/or

f. Mnitoring of total cost of delivery/task orders issued.

The followng Ilimtations/restrictions are placed on the Ordering
Oficer:

a. Type of order issued is |imted by this contract to

pricing arrangenents;

b. No order shall be placed in excess of $
wi t hout the prior approval of the PCO

c. No order shall be placed with delivery requirenents in
excess of :

Name:
Addr ess:

Phone:

End of Text
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CONTRACTCR | NVvO CE REVI EW

From (Applicable COR)

To: (Appl i cabl e PCO ACO and DCAA)

Subj: I NVO CE REVI EW OF CONTRACT NO.
(also identify delivery/task order nunber(s) as
appl i cabl e)

Encl: (1) Invoice No.

Check Appropriate Statenent:

1. _ Enclosure (1) submtted under the subject contract
(delivery/task order) has been reviewed and the | abor hours,
| abor mx, material (if any), travel, and other direct costs
i dentified therein appear consi stent and reasonabl e for the

effort performed during the period covered by the invoice.

2. __ Enclosure (1) submtted under the subject contract

(delivery/task order) has been reviewed and the follow ng
di screpanci es/ deficienci es are noted:

Contracting Oficer’s Representative
(signature and date)

Encl osure (6)
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SAVMPLE REPCORT QF CONTRACTOR S PERFORVANCE

VEMORANDUM

From (Applicable COR)
To: (Applicable PCO or Ordering Oficer)

Subj :  CONTRACTI NG OFFI CER S REPRESENTATI VE (COR) REPORT OF
CONTRACTOR S PERFORMANCE ON CONTRACT NUMBER

(OR DELI VERY/ TASK ORDER

| SSUED UNDER CONTRACT NUMBER

Ref:  (a) NAVSUPI NST 4205. 3B

1. A performance report on (NAVE OF CONTRACTOR)
for subject contract for the period to
is provided per reference (a).

2. Type of contract: (COST RElI MBURSEMENT,
| NDEFI NI TE DELI VERY/ | NDEFI NI TE QUANTI TY, ETC.)

3. Were all deliverable reports received in a tinely manner?
Yes _ No _ Wre they acceptable? Yes _  No __ If noto
ei t her questions, explain.

4. Were all of the proposed Key Personnel used? Yes  No
I f no, explain.

5. Were all tasks conpleted in a tinely manner? Yes ___ No
I f no, explain.

6. Comment on the quality of the contractor’s performance (be
specific).

For Cost Rei nbursenent, Firm Fi xed-Price Level of Effort, or
Indefinite Delivery/Indefinite Quantity type contracts address
the foll owm ng questions:

7. For each contract line item list the hours proposed and the
hours used in each | abor category as foll ows:

Labor Category Hours Proposed Hours Actual ly Used

8. Wre the hours and m x of the | abor categories actually used
consistent with efficient and cost effective performance?
Yes __ No ___ If no, explain.
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Subj :  CONTRACTI NG OFFI CER S REPRESENTATI VE (COR) REPORT OF
CONTRACTOR S PERFORMANCE ON CONTRACT NUMBER

(OR DELI VERY/ TASK ORDER

| SSUED UNDER CONTRACT NUMBER

9. Wre travel, material and other direct charges required for
performance? Yes No Were the costs reasonable for the

effort received? Yes __ No __ If no, explain.

Si gnature of COR
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COR FI LE DOCUMENTATI ON
A conplete COR file should contain the foll ow ng docunentati on:

1. A duplicate copy of the COR nom nation and appoi nt ment
letters.

2. Docunentation supporting conpletion of COR training.

3 A copy of the procurenent request(s).

4 A copy of the request for proposal and all anmendnents.

5. A copy of the Contractor’s technical proposal.

6 Copi es of pre-award correspondence.

7 A copy of the contract and all nodifications.

8. A copy of all correspondence with the contractor,
contracting officer and/or ordering officer, technical assistant,
and ot her Government officials involved in the contract and/or
del i very/task order.

9. Arecord of all Governnment Furnished Property, the date
provided to the contractor, and the condition of the property
when provi ded.

10. A copy of the Contract Adm nistration Plan.

11. Copies of all DD Fornms 254, Security Specification.

12. Nanme, position title, phone nunber and function of every
Gover nnment person who is providing technical or admnistrative
assi st ance.

13. A copy of all Technical Assistant appointnent l|letters.

14. Nane, position title, and phone nunber of the alternate
COR.

15. A surveillance plan describing when, where, and how
surveillance is acconplished and how the results will be used.

16. Copies of the mnutes and |ist of attendees for each
contract related neeting.

17. Copies of test reports (if applicable).
18. Contract “diary”.

19. CGovernnent inspector’s performance | og.

Encl osure (8)
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Subj: COR FI LE DOCUVENTATI ON

20. An outline show ng any inportant dates.

21. Contractor inspection procedure and log (if provided).

22. Record of unforeseeable situations, conditions, Acts of
God, etc., and any actions taken to m nim ze adverse
conseguences.

23. A tickler systemshow ng all due dates.

24. Copies of all contractor performance reports.

25. Descriptions of contractor performance or provisional
deficiencies and steps taken to correct them

26. A system of docunenting all |abor hours, costs, travel
dol l ars aut hori zed and expended.

27. Copies of all invoices and recei pt docunents processed
fromthe contractor.

28. Copies of all receipt and acceptance docunents
processed.

29. Any additional supporting docunentation.

30. Record of overall contractor performance eval uation at
the end of the contract or delivery/task order.

31. Letter termnating COR appointnent (if applicable).

32. Mnutes of the contracting officer’s debriefing of the
COR at the end of the contract.
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SAMPLE TA APPO NTMENT LETTER

From Commanding O ficer or designee of requiring activity
To: TA

Subj:  APPO NTMENT AS TECHNI CAL ASSI STANT(TA) TO THE CONTRACTI NG
OFFI CER S REPRESENTATI VE ( COR)

Ref : (a) NAVSUPI NST 4205. 3B, Subj: Contracting Oficer’s
Representative (COR)

1. Pursuant to reference (a), you are hereby appointed as a
techni cal assistant (TA) to the Contracting Oficer’s
Representative (COR) for:

Contract Nunber:
Contractor:
COR:

2. As TA you are assigned to provide technical assistance and
support to the CORin the admnistration of the contract

descri bed above. You nmay assist the COR in executing assigned
i nspection and nonitoring duties; however, you may not provide
any technical direction or clarification directly to the
contractor. Any need for technical direction or clarification
shoul d be brought to the attention of the COR for appropriate
action. You are to performyour duties in accordance with
reference (a) and any anplifying instructions provi ded herein.

3. I n acconplishing your duties as a TA you are cautioned to (R

carefully nonitor your behavior/actions to ensure that the
contract does not beconme a personal services contract through
your actions. (SEE FAR 37.1 and DFARS 237.1)

4. You are not authorized, either by this letter, or by
reference (a), to take any action, either directly or indirectly,
that could result in a change in the cost/price, quantity,
quality, place of performance, delivery schedule, or any other
terms or conditions of the contract (or task/delivery order), or
t he acconplishment of effort which would exceed the scope of the
basic contract (or task/delivery order). You may be held
personally liable for any unauthorized acts. Wenever there is
the potential that discussions may inpact any of the areas

descri bed above, imedi ately stop discussions and notify the COR

5. Your specific duties are as follows: (This section of the TA
letter should be tailored to address the specific duties the COR
wants the TA to perform The follow ng are exanples of duties

whi ch may be assigned to the TA)

a. ldentify contractor deficiencies to the COR
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Subj:  APPO NTMENT AS TECHNI CAL ASSI STANT (TA) TO THE CONTRACTI NG
OFFI CER S REPRESENTATI VE ( COR)

b. Review contract/task/delivery order deliverables,
recomend acceptance/rejection, and provide the CORwith
docunentation to support the recomendati on.

C. Assist in preparing the final report on contractor
performance for the applicable contract/task/delivery order in
accordance wth the format and procedures prescribed by the COR

d. ldentify contractor nonconpliance with reporting
requirenents to the COR

e. Evaluate the contractor’s proposals for specific
task/delivery orders and identify probl ens/ areas of
concern/issues to be discussed during negotiations to the COR

f. Review contractor status and progress reports, identify
deficiencies to the COR and provide the COR wth recommendati ons
regardi ng acceptance, rejection, and/or Government technical
clarification requests.

g. Review invoices for the appropriate mx of types and
quantities of |abor, materials, and other direct costs, and
provide the COR with recomendations to facilitate COR
certification of the invoice.

h. Provide the CORwth tinely input regarding technical
clarifications for the statenent of work, possible technical
direction to provide the contractor, and recomend corrective
actions.

i. Provide detailed witten reports of any trip, neeting, or
conversation to the COR subsequent to any interface between the
TA and the contractor.

Commandi ng O ficer (or authorized representative)

TA Signature (which constitutes Dat e
acceptance of the appoi nt nent
and conditions thereof)

(The TA shall retain one copy of this letter, signed by both
parties, provide one copy to the contracting officer (ordering
officer) for retention in the contract (task/delivery order)

file, one copy to the COR for retention in the COR s contract
file and one copy to the initiating official. D stribution to be
conpleted within ten (10) days of receipt.)
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